[image: image1.png]







MEMORANDUM
Department of...................................................., Faculty of Arts
Tel........................................   
Ref.  Or.Wor.64.23……………………………………………….. Date  ……………………………………………..
                     
Subject: Request for an extension of time (ขอขยายเวลาดำเนินการ)
Note: Please remove all instructions/ clarification texts in red and all extra dots after you fill in your information.
Dear Associate Dean for Research,
I am writing to formally request an extension for my project titled …………………………………………………………………………………, funded by the grant for indicate the type of grant e.g. research, creative work, book, lecture notes, learning materials  …………………………………,  approved for a duration starting on ......................... and ending on…………………………………….  
Due to briefly describe the reasons for the delay ……………………………………, I would like to request an extension of ............ months (indicate whether this is your first, second or third request for extension …….…. extension) starting on ......................... and ending on…………………………………….

Yours sincerely,
   (..........................................................)
                                                   Principal Investigator/Author
